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ABSTRACT OF APPLIED PROJECT
JOB DESCRIPTIONS: NICHOLAS COUNTY SCHOOL SYSTEM
Director of Applied Project: Dr. Leonard E. Burkett
Purpose of the Project:
The purpose of this applied project was to determine appropriate job
descriptions for the personnel of the Nicholas County School System as
a result of a comparative analysis between some generally established
job descriptions and the job description as perceived by the ,i:,ersonn~l
of the Nicholas County Schools . ·
This study attempts to show: (1) that job descriptions are important
to administration of schools because of their multiplicity of uses in the
process of personnel management; (2) that job descriptions can prevent
problems and promote more efficient job operations in the total school
program; and (3) that col)lmunication problems can be reduced by giving
the employee a clearly written description of his ·duties and responsibilities.
Assumptions:
It is assumed that written job descriptions will enhance school
policies already prescribed by the Nicholas County Board of Education.
It is assumed that all personnel will be willing to utilize the

descriptions outlined in this study so as to improve the efficiency of

school management within the system .
It is assumed that job descriptions will be utilized by administrative personnel as a positive instrument for evaluation of school
employees.
It is assumed that this report can effect substantial savings in
time, money, duplication of effort and emotional wear and tear .
Limitations:
The problem of time imposed a limitation whereby personnel in
each category could not be interviewed.
The limitation of responses from school systems having established
job descriptions are not representative of the area presently under study .
The limitation that adoption of the prescribed job descriptions
rests on a commitment fr.Jm the previous superintendent but none on the
part of the present superintendent.
A review of related literature disclosed the obsolete nature of
materials published; thus further limiting the study.
Methods of Procedure
In order to obtain pertinent facts relative to established job descriptions, an investigation of related literature was given first consideration . This investigation identified duties and responsibilities that were
performed by the school personnel . These duties and responsibilities
were grouped into three categories: administrative, certified, and non-certified.
Sample job descriptions were secured from various sized school
districts . It was disclosed that most schools do not have written job

descriptions, or are in the process of formulating or revising their job
descriptions.
Interviews were conducted with personnel from the three basic
organizational categories.
Observation of the personnel while they were performing their
tasks had the advantage of allowing the writer to obtain information
first hand, thereby limiting errors of omission, Advantages such as becoming acquainted with the working conditions, skills and equtpment
used were allowed via the interview method.
After the needed information was gathered, it was necessary to·.
segregate the data which was useful from that which was inapplicable.
Job descriptions should contain only factual information, not the opinions
of the analyst nor those individuals from whom information was obtained.
After a draft had been completed, it was shown to various individuals who hold the positions. They were requested to make any corrections and suggestions that theyfelt would add to a well defined description.
The final consideration was a verbal commitment from the superintendent of the Nicholas County Schools that the job descriptions would
be reviewed, subject to suggestions and corrections, and considered for
adoption by the board of ectucation.

Findings:
Well written job .descriptions can be an asset to a school district
in that:
1.

Employees are informed of job expectations.

2.

Assists as a guide for selection and recruitment.

3,

Serves as an indicator for salary.

4.

Equalizes job classification.

5,

Assists in assessment and evaluation.

6.

Improves the e_mployee' s concept of job.

7.

Can be used as a guide for substitutes.

Conclusions:
Job descriptions must be well written and well prepared, necessitating the expenditure of much time and effort on the part of the local
school districts.
A job description can be a handicap if it is outdated, inaccurate
or difficult to interpret. Job descriptions can also be very valuable
in organizing, standardizing, and performing various school functions.
With continuous updating and evaluation job descriptions can make the
overall rapport of the organizational structure one of an efficiently
operated organization.
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PREFACE
In order not to mislead the reviewer, clarification should be made in
regard to the intent. Hopefully, the proj eat will be used as a supplement
to the Nicholas County Board of Education Policies Manual in clarifying
duties and responsibilities for their employees. In its entirety, the project
has been treated as a work applicable to this specific distrlct. The organizational structure may vary somewhat to that generally found in public
school administration.
The format will be similar to that of a thesis with the exclusion of
Chapter V. This chapter is an extraction from Techniques for Writing Job
Descriptions. Its inclusion in this project has been for the purposes of
updating and evaluation, For those titles in Chqpter VI which need to
be rewritten, this chapter will provide an "at the fingertips" model.
There is no doubt that job descriptions can be of great value to
school systems. It is the writer's desire that this proj eat will contribute
in soire way to more effective communication between administrative,
certified and non-certified personnel cif the Nicholas County Schools.

B. L, G.
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CHAPTER I
INTRODUCTION
Despite the fact that much has been written about the vital function
of personnel administration, there are many schools that do not have on
file adequate job descriptions. Usually a school's policy manual is used
in assigning duties and responsibilities. To further add to this inadequacy,
policy manuals are not distributed to personnel or adequate use made of
those which are distributed.
Generally, verbal descriptions of duties are given to·an employee
at the time of employment. Too often these descriptions are vague and
indefinite. Results, after a period of time, are poor communication,
insufficient performance and _ineffective and costly procedures.
Insufficient reference materials and the overburdened school administrator have forced the written job description to assume a role of
lesser importance, Contrary to this, personnel practitioners of effective
business enterprises have found the written job description essential for
operating a full time per~onnel department. If descriptions are e'ssential

' time personnel department would it not
for enterprises operating a full
seem logical jo~ descr-iptions would be essential for a district too small
to support a full time personnel department. The school superintendent
would have at his grasp a categorical reference of all administrative,
certified, and non-certified personnel. This reference would provide
1

2

job summaries, duties and responsibilities, training , special abilities
and aptitudes necessary for any position in his system. The superintendent
would then be in a position to comparatively evaluate the applicant's
abilities in relation to job requirements, basing his decisions on collected
data; not solely on oral and personal opinions.
The organizational structure of the job descriptions which is
included in this project has been for the purpose of systematically
establishing the proper relationship within the local school system.
The values of these job descriptions will be determined primarily by their
availability and extent to which they are used . They can be very important
in effective recruitment, placement, morale and efficiency of the total
organizational "team. " Administrators and employees, by relating to the
total organizational structure, will be provided with satisfaction in their
work and knowledge of their performance.

CHAPTER II

THE PROBLEM

Statement of the Problem
The purpose of this applied project was to determine appropriate
job descriptions for the personnel of the Nicholas County School Syst em
based upon a comparative analysis between some generally established
job descriptions and the job descriptions as perceived by the personnel
of the Nicholas County School s .
This study will attempt to show: (1) that job descriptions are important to the administration of schools because of their multiplicity of uses
in the process of personnel management;. (2) that job descriptions can
prevent problems and promote more efficient job operati ons in the total
school program; and (3) that communication problems can be reduced by
giving the employee a clear written description of his duties and responsibilities.
Significance of the Probl em
School systems can rarely afford specialists; so the work is usually
done by the employees , often working cooperatively .

Ol der employees may take

too much for granted about their jobs and fail to include all responsibilities, sirx::e
many aspects may have become routine.

New employees may not know

enough about their jobs t o know all that is expected of them . Ideally,
a guide would be supplied to the employee so that there will be uniformity
3
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among the different job analyses and so that the persons analyzing know
what to look for.

Definition of Terms
Tob analysis - a job analysis is a close study or examination of
a job or a position and the breaking down of that position into its basic parts.
The three main categories in .a school system are- administrative, instructional
and noninstructional.
Tob description - a job description is an official written statement
of the duties, responsibilities; and organizational relationships of a_ pdsitio'n.
It does not prescribe duties of a position, it merely reports them as they exist
at a given time.
Responsibilities - responsibilities imply a position in the overall
organizational pattern of a district.
Duties - those functions which any personnel performs in order to
sustain his position in an organization and are required ·,by the structure of the
organization.
Heading - a specific title or combination of titles and their locations
in the overall organizational structure.
Personal Requirements - personal requirements are the· preferred
educational background, experience, and personal qualities of an effective
employee in a designated position.

5

Assumptions
It is assumed that written job descriptions will enhance school policies
already prescribed by the Nicholas County Board of Education.
It is assumed that all personnel will be anxious t o utilize the descriptions
outlined in this study so as to improve the efficiency of school management
within the system and a sharing of authority.
It is assumed that job descriptions will be utilized by administrative
personnel as a positive instrument for evaluation of school employees.
It is assumed that this report can effect substantial savings in time,
money, duplication of effort and emotional wear and tear.

Limitations
The problem of time imposed a limitation whereby personnel in each
category could not be interviewed.
The limitation of responses from school systems having established
job descriptions are not representative of the area presently under study.
The limitation that adoption of the prescribed job descriptions rests
on a commitment from the previous superintendent but none on the part of the
present superintendent.
A review of rel ated literature disclosed an obsolete nature of materials
published thus further limiting the study .

CHAPTER III

METHODS OF PROCEDURE

Procedure
In order to obtain pertinent facts relative to established job descriptions,
an investigation of related literature was given first consideration. This
investigation netted duties and responsibilities that were performed by the
school personnel.

These duties and responsibilities were grouped into

three categories: administrative, instructional, and noninstruc tional.
It wad decided to secure sample job descriptions from various sized
school districts. It was disclosed that most schools do not have written
job descriptions, or are in the process of formulating or revising their job
descriptions.
Interviews were conducted with personnel from the three basic organizational categories.
Observation of the personnel while they were performing their tasks
had the advantage of allowing the writer to obtain information first hand,
thereby limiting errors of omiss ion. Advantages such as becoming acquainted
with the working conditions, skills and equipment used were allowed via
the interview method .
After the needed informati on was gathered it was necessary to segregate the data which was useful from that which was inapplicable. Job
6
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descriptions should contain only factual information; not the opinions of the
analyst nor those individuals from whom information was obtained.
After a draft had been completed it was shown to various individuals
who hold the positions. They were requested to make any corrections and
suggestions as they felt would add to a well defined description •
. The final consideration was a verbal commitment from the superintendent.
of the Nicholas County Schools that the job descriptions would be reviewed
subject to suggestions ·and corrections, and coqsidered for adoption by the
board of education.

CHAPTER N

A REVIEW OF RELATED LITERATURE

In this chapter, lite,ature related to the problem under consideration
will be briefly summarized. There have been many articles written relative
to job descriptions. Most of these however were in the early Fifties.

The

literature cited here does not include all the publications related to the
problem and only those studies which seemed to be most relevant to
establish a background were used.
The task of developing reliable and valuable job criteria _is one of the
most challenging and desired objectives in industry yet educational systems
under a similar organizational structure have displayed a minimal amount of
effort toward job analyses.
An analysis of the positions in a school system generally begins with
a study of the existing plan of organization. The i_nitial problem is to identify
each of the various positions, as well as the duties and· responsibilities attached
to each. The three main categories of positions in a school system provide
a' practical basis for the grouping of positions, particularly since different
compensation plans are usually developed for each of these three categories administrative, instructional and noninstructional.
To paraphrase Griffith, et. al. •.. the question is whether the job
description should be prepared
. prior to employment', or whether
.
. a good person
8

9

should first be employed and then allowed to work out his own job description
to suit his personal characteristics ••• 1
Studies have shown that job descriptions should be prepared prior to
employment.

Functions should be catergorized in some fashion which would

add meaning to the job. Two concepts are commonly used, the Tridimensional
Concept by Livingston and Davies 2 and the Three-Skill Concept developed
by Katz. 3 Although these concepts were designed primarily for administrative positions the categories would be applicable to any job analyses.

*See

Appendix A.
Dale contends, "That a detailed matching process is employed to fit
man and job. To save time and avoid undue variations, the same rating elements are used in the evaluation of the average performance required on the job
and the rating of the job incumbent, e.g., job knowledge, intelligence, skills
and versability. If the resulting ratio is equal, the incumbent just fills bis

· 1Daniel E. Griffiths, David L. Clark, Richard D. Wynn, and Laurence
Iannaccone, Organizing Schools for Effective Education (Illinois: The Interstate Printers and Publishers, Inc., 1952), p. 150.
2A Developing Concept .of the Superintendency of Education (Albany;
New York: Cooperative Development of Public School Administration, 1955).
3 Robert L. Katz, "Skills of An Effective Administrator," Harvard
Business Review, Vol. XXXIII, No. 1, Jan. -Feb., 195~, pp. 33-43.

10
job requirements . If it is unequal, it indicates whether, and to what degree,
the job is heavier than the man, or vice versa . 114
Studies by Fleishman and Harris reflect that highly trained personnel
prefer leadership that privides for a clear definition and role relationship
and clear specification of work methodology to be employed. 5 Studies by
Filley and Grimes 6 and Vollmer 7 show that skilled workers and organizational
"cosmopolitans" seek greater clarification of policies and rules than less
skilled workers or organization "local s."
A study by Hackman and Lawler8 suggests there are important interdependencies among the characteristics of jobs which must be taken into account
in the development of any full understanding of the impact of various kinds
of job designs. Tasks and jobs are invariably redefined by the individuals who
perform them , sometimes deliberately and sometimes without awareness by the

4 Ernest Dale, Planning and Developing the Company Organization Structure
(New York: American Management Assoc . , 1952), p. 14 6 .
5

E . A. Fleishman and E.F. Harris, "Patterns of Leadership Behavior
Related to Empl oyee Grievances and Turnover,
Personnel Psychology, Vol. XV ,
1962, pp. 43-46.
11

6Allan C . Filley and Robert J. Grimes, "Leadership Style , Hierarchial
Influence , and the Satisfaction of Subordinate Role Expectations," Journal
of Applied Psychology , Vol. LV, No . 5 , 1971, pp . 422-432.
7 H . M . Vollmer , Employee Rights and the Employment Relationship
(Berkeley: University of California Press , 19 6 O) •
8r. Richard Machman and Edward E . Lawler , III, Employee Reactions
to Job Characteristics ," Journal of Applied Psychology, Vol. LV , No. 3,
June, 1971, pp . 280 -283.
11
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performers of the changes that are oeing made, The redefined task usually
results in being performed and those jobs, as he perceives them, have an impact
on his performance and attitudes. This would seem to argue for the need of
job clarification and clear but briefly written job descriptions.

' to
Standard organizational selection and placement procedures attempt
match the skills and abilities of a prospective employee with the skill and
requirements of the job for which he is being considered. In the opinion of
Lawler in a study made in 1969, it may be equally critical for long-term
organizational effectiveness to achieve a match between the psychological
makeup of the prospective employee and the psychological demands·
and opportunities of the job.
Many organizations err rather consistently by designing jobs in which
expectancies are too low. There are many workers who want to obtain higher need
satisfactions from their work. Lawler contends that organizations might be well
advised to consider redesigning many of their jobs.
When job redesigning occurs the question often arises as to whether the
changes should be toward increasing the number of different things an employee
does or toward increasing the degree to which an employee is responsible for
making most major decisions about his work. While jobs appear to be important
in determining employee motivation and satisfaction, there is no single best
way to design a job. Selection and placement of employees through job redesign should be based on attempts to fit people to job and jobs to people

12
simultaneously and continuously as both the organization and the characteristics of its employees change over a period of time. 9
A detailed study of the elementary school principal' s perception of a
job description was performed in the Metropolitan Nashville School System.
A questionnaire based on the written job description was developed to measure
needs, behavior, and expectations. A second questionnaire, the Administrative Attitude, was adapted to provide measures of a principal' s morale,
motivation, and administrative style. The Differential Values Inventory was
used to measure the principal' s tendency toward emergent or traditional values.
Findings from Crockett's study, 1968, recommend that elementary
principal's job descriptions should reflect broad responsibilities and institutional relationships between the principal and others. Particular attention
should be given to three areas of the principal's responsibility:

(1) selection

of teachers and staff; (2) custodial and maintenance services; {3) classroom
observation .
Among the concepts suggested for consideration by Crockett in developing
a written job description for the elementary school principal are:

(1) the

principal should be considered a generalist, not a specialist; {2) the job of
the principal should encourage developmental leadership; (3) the job description should allow for community differences; {4) the principal should be

9Edv,ard E. Lawler, III, "Job Design and Employee Motivation"
Personnel Psychology, Vol. XXII, No. 10, 1969, pp. 426-435.

13
a bridge between groups and also an innovator; (5) autonomy and selfrealization should be encouraged; (6) sensitive to the expectations of others ...
job descriptions should describe institutional relationships; (7) identification
of purposes and goal s, coordination of activities and obtaining needed
facilities are areas of the principal I s work when morale and motivation of
1
teachers and staff are high . O

The previously cited study would tend to indicate what would be positive
in most administrative positions .

Factors which contibute to job satisfaction

and job dissatisfaction can not be arranged on a conceptual continuum .
Achievement and recognition contribute to j ob satisfaction; unfairness factors,
school policy and administration contribut e to job dissatisfaction. Satisfaction
of job focuses on the conditions of work . The elimination of tempering factors
which mig ht contribute to j ob dissatisfaction would be through job descriptions
containing a brief summary of the job and the duties involved; as well as the
c onditions ,surrounding the job .

10

John Coleman Crockett, "An Analysis of Elementary School Principal' s
Perception to Job Descriptions, "Dissertation Abstracts , Vol. XXVIII , No. 9-10,
1 9 6 8 , pp . 3 91 7 •

CHAPTER V

WRITING JOB DESCRIPTIONS*

The following information is presented as a basic procedure for writing
sound constructive job descriptions. The steps listed are essential , regardless
of whether the job descriptions are formulated by one person , by a committee ,
or by each individual occupying a designated position:
1.
2•
3.
4.
5.
6.
7.
8.
9.

Preliminary Study
Collect Data
Assign Descriptive Title and Show Responsibilities
Summarize Job Briefly
Describe Duties
Describe Personal Characteris tics Required
Review and Condense
Rewrite and Refine
Review Periodically

The preliminary s t udy shoul d be a review of any background information
bearing on the position , organizational charts, procedural manuals or other
related material. Significant facts sha.d d be determined about the position
being studies . This may be accomplished by having the incumbent employee
write his description, a supervisor write his description based on observation
and interviews or a combination of both. The needed information is that
which will provide a broad picture of various duties involved in a job , with
attendant responsibilities and conditions.
The manner of collecting data can play a prominent part in the success
of job descriptions in the per sonnel administration of a school. The completed
product is more likely to be accepted if those peopl e affected by it are involved .

14
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Not only does this aid in the acceptance but in most cases the individual
employee is the best source for describing duties and responsibilities
because he knows more about his job than anyone else, In some cases it
may help to have this information verified by observation ·and by information
from supervisors, but initially it can best come from the employee.whose job
is being studied.
Some advantages of having employees prepare their job descriptions
are as follows:
1;

The employee is in the best positio~ to know what he is doing and
how he is doing it, and the supervisor is in the best position to
know what duties he has assigned and how he wants them performed.

2.

The employee or supervisor is required to think the job through
in an organized manner in order to write the description, This in
itself can be beneficial in that it may aid the employee in gaining
a more realistic and truer conception of his job.

3,

The employee or supervisor is given more time to develop answers
to speyific questions about the work than when an interview _is
held for this information.

The disadvantages of this system might be:
1.

Some employees are inclined to exaggerate their work while others
are inclined to minimize it.

2.

More productive time is usually required by the employee or supervisor in preparing the description than through the use of an interview.

3,

Resulting descriptions may be inadequate in that they contain
irrelevant material, are too detailed , or are too vague •

In contrast to the employee or his direct supervisor, or a combination
of !;loth preparing the· descriptiqn, one ma_n in an administrative capacity could

16

collect the necessary data and write the description. The advantages of
using this method are:
1.

One can develop ·a competence in determining the basic facts
necessary and can provide continuity in language and format as
well as present data in an adequate and concise manner.

2.

One man can gain a far greater understanding of the work through
development and construction of a job description than can be
obtained through reading a written description alone.

In opposition to one individual writing or being responsible for the
development of job de·scriptions are such factors as:
· 1.

Cost. Most school districts are not in a position to staff a·
position whose only responsibility would be personnel administration. ·
Nor are the school districts able to free a person· in most· cases
to devote a large portion of tfme to accomplish the task of constructing job descriptions.

2.

There is a possibility that emotional or personality factors may
enter into an examination of a position and consequently t,he
resulting job description would not be a completely objective
presentation of facts.

3.

One man writing job descriptions may come to rely on standard
language that does not adequately describe positions, or may slant
job descriptions to justify budget allocations; etc.

After the necessary data has been collected, a review is called for to
determine if all ·significant facts are included. This review should determine
whether the position seems to be divided into parts consisting of particular
types of work and should categorize the major areas or subdivisions of the
work. The purpose of this step is to identify the major duties and responsibilities
so that; the description may concentrate on them. This should be followed
by a logical outline of the major duties and responsibilities. Under each

17
heading woudl be the items pertaining to that heading . Any items remaining
in notes after this step would be analyzed to determine if they are significant
to the description .
After preliminar.1 planning, research, and collection and organization
of data , the j ob description can be constructed . The job descriptions in this
study will c onsist of five basic components:

(1)

heading, (2) job qualification,

(3) responsibility, (4) job summary, and (5) description of duties .
The heading consists of the specific title or combination of titles and
the location of the job in the overall organizational structure. The following
job titles are currently being used in education:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10 .
11 .
12 .
13 .
14 .
15 .
16 .
17 .
18 .
19 .
20 .
21 •
22 .
23.

Chairman of the Board of Education
Secretary of the Board of Education
Member of the Board of Education
Superintendent
Assistant Superintendent
Fina nce Officer
Supervisor of Instruction
Federal Programs Coordinator
Director of Pupil Personnel
Director of Transportation
School Psychologist
Visiting Teacher
Principal
Assistant Principal
Cl assroom Teacher
Teacher Aide
School Plant Maintenance Operator
Librarian
Guidance Counselor
Materials Specialist
Custodian
Lunch Room Supervisor
Lunch Room Worker
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24.
25.
2 6.
2 7.

Bus Driver
Mechanic
School Nurse
Clerical Aide
(al Secretary
(bl Stenographer
(cl Clerk-Typist
(dl Bookkeeper
(el Other

This study will exclude titles 5, 6, 10, 11, 20, 26, 27b,c, andd.
The Nicholas County System has made no provisions for these titles to be
included in their organizational structure. The heading and titles will locate
the position in the overall organizational pattern of the district.
The summary description of the job outlines the major duties in a
summarized form, This section will be of great assistance to anyone wishing
to understand the nature of a job in the shortest possible time. In addition the
summary description serves to define the top priorities of the job and major
functions. The summary description ordinarily appears first before the
detailed presentation of duties, although in practice it may be found where
the summary appears after the job has been described.
When describing duties to be performed, a detailed breakdown of all
data collected needs to be categorized into priorities. Each important duty
should be presented separately and the following ·suggestions should be
observed:
1,

Use specific rather than vague terms when possible.

2,

Avoid generalizations,
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3·,

State separate duties clearly and concisely but not in such detail
that it becomes a time and motion study.

4.

State duties as duties - place statements of qualification and
responsibilities elsewhere. A duty concerns itself with the difficulty
of the work. It is the definition of what is done and how it is done.

The duties performed section presents facts that would later be the
basis for evaluation of accomplishing desired objectives. The duties would
specifically detail the manner of reaching desired objectives.
Techniques for writing duties performed should adhere closely to the
following:
1.

Begin sentences with a verb. This saves space .and indicates
immediately to the reader the type of duties and responsibilities
required in a particular job,
·

2,

Use brevity and conciseness.

3.

Use uniform terms in order to establish an understanding or proper
connotation.

The personal requirements of a job description deals with the required
or preferred educational background, experience, and personal qualities of
an effective employee in this assigned position. This section can be detailed
or limited, The combination of the personal requirements section with the
job description is usually referred to as a job specification.
After the original draft of these_ four components has been written the
description should be reviewed to see if it is complete,. In addition, the
completed job description shai ld be evaluated to make sure it conforms with
the following criteria:
1,

Does it avoid vague terms?
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2.

Is it specific in telling what, why, and how?

3.

Is it concise? Does it avoid material which is not relevant to
the position? Does it avoid unsupported personal opinions and
conclusions?

4.

Is it organized logically to describe the duties and responsibilities?

5.

Would it be useful as an introductory instruction sheet for a new
employee in the position?

Extracted from:
Wendell P, Butler, Techniques for Writing Tob Description 1 (Kentucky:
Bureau of Administration and Finance, Department of Education, April, 1969).

CHAPTER VI

JOB DESCRIPTIONS FOR THE NICHOLAS COUNTY SCHOOL SYSTEM

ADMINISTRATIVE ORGANIZATIONAL STRUCTURE

Oitizens of Nicholas County_
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Board At~orney

Chairman of Board
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Director of
Pupil
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PrinciLl

I

Assistant Principal
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SupervisL/
Federal Programs
Coordinator
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ADMINISTRATIVE PERSONNEL

I.
II.

Board of Education
Chairman of the Board

III.

Attorney to the Board

IV.

Superintendent

v.
VI.
VII.
VIII.

Director of Pupil Personnel
Supervisor
Federal Programs Coordinator '
Principal
·'

IX.

Assistant Principal
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I.

TITLE: BOARD OF EDUCATION
A.

JOB QUALIFICATION:
Must be at least 24 years of age.
Is a citizen of Kentucky for at least three years preceeding his
election to the board.
Is a voter of the district which he is elected.
Has an eighth grade education or its equivalent.

B;

RESPONSIBLE TO:

The citizens of Nichoias County and the
Commonwealth of Kentucky.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

General control and management of the public
schools in the district of Nicholas County.

1. Has powers as a unit. Individual board members have no
authority to speak or act for the board except at its expressed
direction.
2. Must attend a minimum of three board meetings.
3. Selects and employs a superintendent for the Nicholas County
School System.
4. Receives reports from the superintendent in reference tc the
operation and needs of the school.
5.• Considers and votes upon recommendations of the superintendent
in employment or dismissal of employees, salary schedules,
policy and personnel regulations and all other items pertinent
to the welfare of the schools, employees and students.
6. Adheres to the constitution and statutes of the Commonwealth
of Kentucky, and to the rules and regulations of the State Board
of Education in regard to policies, rules and regulations.
7. Determines and approves the annual budget.
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8,

Determines and requests the levy of local tax rates
necessary to support the adopted school budget,

9,

Maintains control and management of all school funds and
property.

10,

Informs the superintendent of complaints relating to instruction
and personnel problems,

11 .

Sustains a high degree of ethics in relation to board record.
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II.

TITLE: CHAIRMAN OF THE BOARD
A.

JOB QUAI.JFICATIONS: Same as for Board Member.

B,

RESPONSIBLE TO:

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Directly responsible to the Nicholas County
Board of Education.
Liaison between board of education, superintendent,
and citizens of Nicholas County,

1. Establishes, in cooperation with board, regular monthly
meetings at a fixed time and place.
2. Calls special meetings for the board.
3. Sees that each member has a notice of each meeting with the
nature, object and purpose for which the meeting is called.
4. Fulfills and carries out all other duties as prescribed by the
Nicholas County Board of Education.
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III.

TITLE: ATTORNEY TO THE BOARD
A.

JOB QUALIFICATIONS:
A graduate of a recognized university school of law with a
Bachelor of Law degree.
Licensed member of the Kentucky Bar Association.
Practicing attorney in the district which re represents.

B.

RESPONSIBLE TO:

Nicholas County Board of Education and the
superintendent of the Nicholas County Schools.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Coordinates all legal affairs and duties of the
Nicholas County Board and the Nicholas County
School System.

1. Attends all meetings of the Nicholas County Board of Education.
2. Acts as a legal counsel for the board.
3. Gives legal advice on all ·phases of operation of the Nicholas
County School System.
4. Represents·the Nicholas County Board of Education in litigation
and claims against the board or on behalf of the board against
others.
5. Prepares any legal documents upon request of the board or
superintendent.
6. Negotiates the purchase of real estate and advises as to the
sale of surplus school properties.
7. Performs other services of a legal nature at the request of the
superintendent or Nicholas County Board.
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IV. TITLE: SUPERINTENDENT
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education
An earned graduate degree from an accredited university.
Possession of a Standard Elementary or Standard High School
Certificate based on the master's degree program.
Five years of successful teaching and/or administrative experience
or its equivalent.

B.

RESPONSIBLE TO:

Nicholas County Board of Education

C,

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To coordinate, supervise, and administer the total
school program: Serves as chief executive officer
of the Board of Education.

1.

Attends all meetings of the Nicholas County Board of Education;
acts as secretary to the Board; makes recommendations to the
board.

2.

Supervises all administrative personnel.

3.

Administers all planning, coordination, development, and
evaluation of the total operation of the Nicholas County School
System.

4.

Recommends for appointment all administrative, certified and
noncertified IJersonnel.

5.

Directs the instructional program.

6.

Surveys and supervises the maintenance of the school plants.

7.

Responsible for the preparation of the annual budget, salary
schedules, and reports in accordance with KRS and the regulations
of the State Board of Education.
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)

8.

Makes teacher adjustments, assignments, and transfers.
Approves and recommends to the Board leaves of absence,
salary adjustments, supervision and dismissal of teachers.

9.

Directs the keeping of all official records of the district.

10.

Acts as payroll officer.

11.

Acts as purchasing agent.

12.

Supervises the tax collection of Nicholas County.

13.

Directs and supervises all public transportation; determines
and adjusts routing and makes periodic checks of routes and
time ·schedules.

14.

Collates information to keep the Nicholas County Board and the
general public informed regarding the progress and activities
of the educational program.

15.

Acts as custodian of free textbooks.

16.

Responsible for carrying out the policies of the Nicholas County
Board of Education or seeing that they are properly executed by
other designated personnel.'

17.

Responsible for in-service training.

18.

Prepares specifications and secures bids for the purchase of
furniture and equipment.

19.

Performs other written duties assigned by the Nicholas Board
of Education.
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V.

TITLE: DIRECTOR OF PUPIL PERSONNEL
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education for the Director
of Pupil Personnel. See KRS 159. 080.

'

An earned graduate degree from an accredited college.
Possession of a teaching certificate.
At least three successful years of teaching experience,
B,

RESPONSIBLE TO:

Directly to the superintendent,

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Supervises school attendance and all Pupil
Personnel Accounting.

l , Enforce the compulsory attendance and census laws in the
attendance district.
2. Acquaint the school with the home conditions of the child and
the home with the work and advantages of the school.
3. Ascertain the causes of irregular attendance and truancy,
and seek the elimination of these causes.
4 •· Secure the enrollment in school of all children who should be
enrolled and keep all enrolled children in reasonable regular
attendance.
5. Visit the homes of children who are absent from school and who
. are reported to be in need of books, clothing, or parental care.
6. Ascertain and report to the superintendent of schools in the district in which the child resides the number and cost of books
and supplies needed by any child whose parent, guardian, or
custodian does not have sufficient income to furnish the child
with the necessary books and school supplies.

30

7.

Develop and maintain enrollment and attendance records and
make the reports that are required by law, the regulations of
the State Board of Education and by the local superintendent and
the Nicholas County Board of Education.

8.

Conduct a continuous audit of child accounting records including
Principal' s reports and Teacher's daily register.

9.

Conduct research studies involving pupil personnel records
and information.

10.

Locate and refer eligible children to other community educational, health and welfare agencies.

11.

Advise the superintendent on pupil distribution in the school
. district and administer the policies of the Nicholas County
Board of Education regarding the assignment of pupils to
schools.

12. '. Coordinate pupil personnel services with all community agencies
who work Jointly with this department on pupil problems and
programs outside the school.
13.

Review school district lines for adequate housing of pupils.

14.

Plan and conduct research projects as directed by the superintendent.

15.

Perform other duties as may be assigned by the superintendent.
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VI. TITLE: GENERAL SUPERVISOR
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education for Supervisor.
An earned graduate degree from an accredited college.
Possession of a Standard Elementary or Standard High School
Certificate based on the Master's degree program.
Three successful years of teaching experience.

B. · RESPONSIBLE TO:

C.

JOB SUMMARY:

Directly to the superintendent of the Nicholas
County Schools •
To evaluate, supervise, and plan for improving
the instructional and curriculum programs.
(.

D.

)Jl.ESCRIPTION OF DUTIES:
1.

Initiate leadership of teachers to study and analyze all recent
developments in education and act as an informant on these
developments to the superintendent.
·

2.

Coordination of the school principals toward increased supervision and educational leadership.

3.

Coordinate the curricular activities in the elementary and high
schoolp.

4.

Promote a continuous program of improvement and evaluation
of instruction and curriculum; develop with the principals and
faculties study guides in all phases of instruction; coordinates
all schedules in the line with state requirements; establish
uniformity in textbook selection and other general teaching
aids for all schools.

5.

Visit schools as well as answer calls for assistance and make
classroom visitation to all classes· in the schools. This supervision is to be done in cooperation with the principal.

6.

Help orient new teachers in the school system and the community.
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7.

Plan, coordinate and supervise teacher in-service activities
such as In-Service Training Day, classroom visitation of
teachers for ·observation, group conferences, study groups,
workshops, demonstration teaching, instructional meetings,
grade level meetings, and exhibits.

8.

Help stimulate initiative and creativity in school personnel.

9.

Study, evaluate, recommend, and distribute textbooks through
the school.

10,

Supervise and direct the, services of consulting teachers.

11.

Coordinate the visual aide program of the school.

12.

Maintain price list of all textbooks.

13.

Give interpretation for all available college or university
courses for teachers.

14.

Develop needed college or university courses for teachers
for correspondence or local instruction.
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VII.

TITLE: FEDERAL PROGRAMS COORDINATOR
A.

JOB QUALIFICATIONS:
An earned graduate degree from an accredited college.
Certification in Administration or Supervision.

B.

RESPONSIBLE TO:

Directly to the superintendent.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Supervises and· coordinates all Federal programs.

l , Study all avenues of available Federal aid to the school district.
2. · Responsible in meeting Federal guideline's; writing pr.oposals
and meeting deadlines.
.

.

3. Inform superintendent and Nicholas County Board of Education
of Federal Aid Projects and solicits approval.
4, Initate, plan and propose Federal projects within the scope
of the school district.
5. Attend meetings on Federal programs in the absence of the
superintendent.
6. Work closely with principal to initiate Federal programs with
his school.
7, Assist in equiping and purchasing of materials for Federal
projects.
8, Work closely with other departments in seeing that proper
forms of financial nature are used to comply with Federal
requirements.
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VIII.

TITLE: PRIN.CIPAL
A,

JOB QUALIFICATIONS:
Certifications .by the State Department of Education.
An earned degree from an accredited university.
Possession of a Standard Elementary or Standard High School
Certificate based on the master's degree program,
Three successful years of teaching experience.

B,

RESPONSIBLE TO: Directly to the superintendent.

C.

JOB SUMMARY: Leadership in development and operation of the
program of education required by the·cominunity
and students served.

D,

DESCRIPTION OF DUTIES:
1 . Study the educational needs of the community served by the
school and develop plans for meeting them.
2, Exert leadership in the adoption of the general program,
3, Direct the activities of all members of the staff including
nn noncertified personnel assigned to the school in the performance
of their duties.
4. Conduct an administrative appraisal twice yearly on certified
and noncertified personnel for the superintendent and Nicholas
County Board of Education.
5. Supervise the instructional staff to the end that the purpose
of the educational program may be obtained.
6. Report to the superintendent regarding the needs of the school
with respect to personnel, equipment, supplies and curriculum.
7 •. Assist in developing a program of public relations in order that
the community may understand and support the educational
progre:m.
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8. Administer the budget appropriation allocated to the school
and be responsible for all receipts and expenditures pertaining
to student acti vi ties •
9. Execute the rules and regulations of the Nicholas County
Board of Education which relate to the school concerned.
10. Prepare sucli. reports as may be required by the superintendent.
11. Utilize to the fullest all resources of the school system 0 - _
and the community in developing the most effective education
program.
12. Consult regularly and coordinate services of the superintendent
and other personnel so that all classroom teachers may
receive effective assistance.
13. Supervise and promote· care of the operations of the buildings,
grounds and other school property for the health, safety and
well-being of pupils, teachers, and patrons. ·
14. Organize, administer and direct all student activities for the
school. Supervise the distribution, storage and inventory
of all textbooks, selection of materials of instruction and
supplies for building operation.
15. Assist in recruitment, selection, assignment, orientation
and related personnel activities.
16. Maintain a list of qualified substitute teachers, select and
assign such teachers when necessary.
17. Maintain p~pil welfare and desirable school-pupil and schoolcommunity relationships.
18.. Aid in development of a professional library.
19. Orient new teachers and assign to a fellow teacher for
additional help.
20. Prepare a Master Schedule.
21. Supervise the receiving of visitors·.
22. Discipline authority before seeking help from the Central Office •.
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23. Represent the school on all Activity Boards.
24. Responsible for public relations.
25, Coordinate calendar of events - planning these events so
that they will be conducted in an orderly manner.
26. Responsible for general school correspondence, routing
communications and director of handling,
27. Hold faculty meetings,
28. Supervision of student teachers,.

37
IX,

TITLE: ASSISTANT PRINCIPAL
A.

JOB QUALIFICATIONS:
Same as for the principal.

B.

RESPONSIBLE T0.: Principal of school to which assigned.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To understand the overall school program so
as to assist and in the absence of the principal
conduct the regular school program,

1.

Familiarizes himself with the duties of the principal, the
instructional program, and the procedure followed in the
school in which he is assigned.

2.

Performs such supervisory duties as mstY be assigned by
the principal or superintendent.

3.

.Assumes such administrative duties as may become necessary
in the local situation.
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CERTIFIED ORGANIZATIONAL STRUCTURE

Citizens of Nicholas County
Board of Education
Chairman of Board

Board Attorney
Superintendent
.

Direjctor of
Pu il Personnel

PriJcipal

SupJrvisor/
Federal Programs
Coordinator

Assistal Principal
Adult Education
Principal
Principal
Teacher
Teach~r
Fed ral
Programs Coordi.nator Teachers

Athletic
Director
Counselor

Phase yoordin ator

Vii iting
Teachers

Classtoom TE acher
Title I
ESEA Teachers

Librarian
Substitute Teachers
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CERTIFIED PERSONNEL
I.

Coordinator of Adult Basic Education

II.

Classroom Teacher

III.

Substitute Teacher

IV.

Librarian

V.

Title I ESEA Teachers

VI.

Elementary Counselor

VII.

Sec:ondary Counselor

VIII.
IX.
X.
XI,

Visiting Teacher: Psychometrist
Visiting Teacher: Psychologist
Athletic Director
Phase Coordinator
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I.

TITLE: COORDINATOR OF ADULT BASIC EDUCATION
A.

JOB QUALIFICATIONS:
Hold a valid Kentucky Teaching Certificate or be approved by the
State Superintendent of Instruction.

B.

RESPONSIBLE TO: Director of Pupil Personnel and Superintendent

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To promote impr.ovement of the educational level
of out of school youth and adults by providing
a general foundation whereby vocational and
higher academic education can be built.

1. · Plans, administers, coordinates and supervises thef .adult
· basic education program.
2.

Counsels with adults .interested in adult education,

3.

Counsels with adults which have failed tests.

4.

Speaks to clubs and organizations in an effort to promote
adult education.

5.

Attends conferences in order to prepare for programs in ABE.

6.

Carries responsibility for preparing the advertising matter and
brochures. Utilizes press and radio for campaigning for new
members.

7.

Directs preparation of salary lists for the superintendent.

8.

Recommends teachers, evaluates their progress.

9.

Establishes a system of records and reports as recommended
by the State Division of General Adult Education.

10.

Present to the State Department of Education a planned course
of study for approval prior to starting date of ABE classes.
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11 •

On approval of the Nicholas County Board of Education
issues an Eighth Grade Equivalency Certificate or High School
Equivalency Certificate upon authorization of the State Department of Education.

12.

Provides substitute teachers for replacement of teachers being
'absent.
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II.

TITLE: CLASSROOM TEACHER
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education.
An earned degree from an accredited college.
Possession of a Prov{sional Elementary or Provisional High School
Certificate.

B.

RESPONSIBLE TO:

Principal of school to which assigned.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Assists in the coordination of the overall program
so as to continually improve
instruction.
.
.
..

1. Strives continually to improve instruction.
2. Participates in workshops, college classes and other in-service
activities.
3. Keeps abreast of current trends in education by reading professional books and magazines and by viewing educational
telecasts.
4. Keeps grouping flexible in order to meet individual differences.
5. Groups students as seems advisable for effective teaching.
6. Expedites the overall plan of instructio_n as prescribed by
the laws of the Commonwealth of Kentucky and the Nicholas
County Board of Education.
7. Provides an atmosphere for promoting human relations.
8. Utilizes audio-visual and instructional materials.
9. Provides individual guidance and counseling as needed.
)

1 O. Maintains a relationship that· encourages students to seek
personal guidance when needed.
11. Familiarizes self with personal data concerning backgrounds
and problems of students.
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12.

Works with agencies to develop improved environmental
conditions for students.

13.

Keeps open channels of communication with students, parents,
fellow teachers and administration.

14.

Assists in and enlightens the community as to school activities.

15,

Maintains a congenial and workable relationship with all school
personnel.

16.

Holds group and individual conferences with parents as need
is indicated.

17.

Maintains a high standard of professional ethics_.

18. · Serves on curriculum development and textbook selection·
committees.
19.

Encourages research for developing improved teaching materials
and cooperates in testing and evaluating newer curriculum ideas.

20.

Arrives and departs fifteen minutes after the opening and closing
of the school day.

21.

Submits reports accurately and on time.

22.

Attends all regular meetings of the PTA.

23.

Is active and supportiv~ of all professional organizations.

24.

Cooperates and maintains a schedule flexible for participation
with the counseling program.

25.

Adheres to the Nicholas County Board of Education Policies.

26.

Performs -other duties assigned by the ·principal of the school
to which assigned.
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III. TITLE: SUBSTITUTE TEACHER

A,

JOB QUALIFICATIONS:
Approval by the Nicholas County Board of Education,
Certification by the State Department of Education.

B.

RESPONSIBLE TO:

Principal of school to which assigned.

C.

JOB SUMMARY:

D,

DESCRIPTION OF DUTIES:

To maintain a continuous program as established
by the classroom teacher.

1 • . Carries on program of teacher for whom she is substituting.

a regular teacher does.

2.

Functions in all ways

·

3.

Formulates plans for the continuation of the regu°Iarly established
program and curriculum when the regular teacher is absent for
a prolonged period of time.

4.

Completes and submits any forms required by the Nicholas
County Board of Education.

5.

Accepts teaching responsibilities when called upon by the
Principal.

6.

ls responsible for notifying the Nicholas County Board of
Education for removal of name as a candidate for substituting.

7.

Performs other duties assigned by the principal 6f the school
to which assigned.
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IV. TITLE: LIBRARIAN
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education,
An earned graduate degree from an accredited college.
Possession of a Standard Elementary or Standard High School
Certificate .
A minimum of 18 hours in library science,

B.

RESPONSIBLE TO: Principal of school to which assigned.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Provide and administer library services for
teachers. and students •

1.

Builds systematically the collections of the school library
so that materials are readily available for the curricular
needs of students.

2.

.Provides a variety of professional materials for teachers.

3.

Acquires appropriate materials recommended for the library
by teachers as promptly as possible.

4.

Assists teachers in the development of effective techniques
for using the resources of the sbhool library and teaching
library skills.

5,

Keeps teachers informed about new materials that have been
added to the library.

6.

Helps teachers in the preparation of bibliographies and reading
lists.

7.

Locates information and perforqis other reference and searching
services for teachers.

8.

Serves as a resource consultant for t'eachers.
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9.

Provides informal in-service training for teachers about
library resources; provides sources of information for printed
and audiovisual materials.

10.

Attends faculty meetings and librarians ' meetings.

11 •

Maintains reports and records required by regulations of the
Nicholas County Board of Education .

12.

Provides the student with sufficient instruction in library skills
to make him a competent library user.

13.

Performs other duties assi gned by the principal of the school
to which assigned.
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V.

TITLE: TITLE I ESEA TEACHERS
A,

JOB QUALIFICATIONS:
Certification by the State Department of Education.
An earned graduate degree from an accredited college.
Poss·ession of a Standard Elementary or Standard High School
Certificate .•

B.

RESPONSIBLE TO: Principal of school to which assigned and
Coordinator of Federal Programs

C.

JOB SUMMARY:

Provides the educational needs for those children
who differ or deviate .from the average or normal
child who cannot function in a regular class.room.

b. DESCRIPTION OF DUTIES:
1.

Assists in the development and selection of appropriate
curriculum materials.
·

2.

Assists in the development of proposals for grants or projects.

3.

Examines and evaluates new methods and materials relating
to special education.

4.

Confers with principals, counselors, teachers and parents
concerning problems of placement and progress of students
in special classes emphasizing that ·each be evaluated according
to individual needs.

5.

Assists in ordering equipment and materials.

6.

Maintains an adequate method of reporting as prescribed by
KRS and SBE.

7.

Follows those duties as prescribed for the regular classroom
teacher.

8.

.Performs other duties as assigned by the principal of the school
to which assigned.
c
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VI. TITLE: ELEMENTARY COUNSELOR
A.

JOB QUALIFICATIONS:
Certified by the State Department of Education .
Holds a Provi sional or Standard Certificate for Elementary Teachers .
Completion of a minimum of one year teachi ng experience.
Holds a Mast er' s Degree or its equivalent on Guidance and
Counseling .

B.

RESPONSIBLE TO:

Principal of the school to which assigned .
Indirectl y to the Federal Programs Coordinator.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To provide an effective program of guidance services
for the student s, teacher s and school to which
assigned.

1.

Is responsible for receiving, screening and processing appli cations for individual testing and pl ace ment in special education classes and curricul um labs.

2.

Is responsible for devel oping the schedule for individual
testing within the school .

3.

Consults with local school personnel, parents, otre r professional s ,
and assists in making appropriate referra l s.

4.

Assists local school personnel in developing appropriat e
intervention techniques.

5.

Cooperates in developing in-service training programs.

6.

Assists in development and sel ection of appropriate reference
material s.

7.

Assists i n the development of proposal s for grants and projects.

8.

Counsel s with individual s and groups to achieve their
academic potential , school adapt ation a nd self-accept ance.
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9.

Consults with parents to assist them in understanding the
normal developmental problems of their child.

10.

Consults with community agencies in explaining special needs
of students and securing appropriate assistance.

11.

Assists school personnel with pupil appraisals through interpretation of standardized tests and other evaluative procedures.

12.

.Assists school personnel in the program of diagnosis and
remediation of pupils who have learning disabilities.

13.

Serves as a consultant to the high school counselor and personnel.

14.

Assists school personnel in the orientation and placement of
pupils entering and leaving the elementary school..

15.

Coordinates the school testing program, referrals to .outside
agencies, and research and evaluation of the guidance program.

16.

Provides counseling services for the Adult Basic Education
program.

17.

Performs other duties assigned by the Principal.
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VII.

TITLE: SECONDARY COUNSELOR
A.

JOB QUALIFICATIONS:
Certified by the_ State Department of Education.
Holds a Provisional or Standard Certificate for Secondary Teachers.
Has a Master's Degree or its equivalent in Guidance and Counseling.

B.

RESPONSIBLE TO: Principal of the school to which assigned.

C.

JOB SUMMARY:

. D.

Provides an effective program of guidance services
for all pupils and out-of-school youth consistent
with that of the elementary school •

DESCRIPTION OF DUTIES:
1.

Is responsible for individual counseling and grru p guidance
activities pertaining to vocational choices, educational
planning, and personal and social development,

2,

Develops and implements orientation programs.

3.

Consults with administrative staff concerning school-related
problems.

4.

Consults with parents about school-student related matters.

5.

Is responsible for the school's testing program.

6.

Establishes and maintains a permanent record system.

7.

Consults with community agencies, institutions, businesses
and/or other professionals concerning student-related
activities and needs.

8.

Assists students in planning a course of study directed toward
short and long-time goals.

9,

Consults with the principal who is responsible for master
scheduling.

10,

Analyzes and interprets statistical data with students, parents
and school personnel.
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11 • Helps with the. transition of students from one program

or grade level to another within the school and from elementary
school to secondary.
12. Assists students in post-secondary plans such as job selection,
vocational training, apprentice programs, college, military, etc.
13. Plans and administers a program of follow-up and evaluation.
14. Provides students with specific recommendations for improving
study habits.
15. Consults with Director of Pupil Personnel regarding causes of
irregular attendance and special needs of students.
16. Schedules parent conferences and interim reports.·
17. Performs other guidance duties assigned by the Principal.
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VIII. TITLE: VISITING TEACHER ..::- PSYCHOMETRIST
A.

JOB QUALIFICATIONS:
Certification by State Department of Education.
Approval by Blue Gra;ss Mental Health - M,,mtal Retardation
Association.

B.

RESPONSIBLE TO: Directly to the Superintendent of Nicholas
County Schools.

C,

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Provides a psychological testing program where
inadequate through the. school's guidance and
counseling services.

1,

Administers individual psychological tests;

2.

Scores the tests and provides a written summary of observations
made during the test session.

3.

Interprets and reports the results of individual tests administered.

4.

Use_s the results of individual tests to assist in the assessment
of intellectual functioning and emotional maturity or deviation.

5.

Consults with other members of the regional diagnostic
team and/or local school personnel regarding the interpretation
and use of individual test results;

6.

Cooperates in developing in-service training programs,

7,

Assists in the development of diagnostic and prescriptive
methods and techniques.

8.

Reviews and summarizes cumulative records and other data
needed in developing a case history.

9.

Consults with parents (as needed) and community agencies.
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IX.

TITLE: VISITING .TEACHER - PSYCHOLOGIST
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education.
Approved by the Blue Grass Mental Health - Mental Retardation
Association.

B.

RESPONSIBLE TO:

Directly to the Superintendent of Nicholas
County Schools.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To receive and process referrals for clinical
evaluation,

1 . · Administers and reports results of specialized clinical
evaluation procedures.
2.

Assists in developing appropriate intervention techniques
and prescriptive teaching procedures.

3.

Consults with local school personnel, parents and/or
other professionals.

4.

Assists with referrals to specialized community agencies and/or
other professionals.

5.

Provides assistance to students needing help with special
emotional or personality problems;

6.

Assists in developing and providing in-service programs dealing
with learning disabilities, improving individual counseling
techniques, group techniques, test interpretation and utilization.

7.

Consults with and assists other members of the diagnostic
team, elementary and secondary counselors, regarding individual evaluations.
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X.

TITLE: ATHLETIC DIRECTOR
A.

JOB QUALIFICATIONS:
Certification by the State Department of Education.
An earned graduate degree from an accredited college.
Possession of a Standard Elementary or Standard High School
Certificate .

B.

RESPONSIBLE TO:

Principals of the Nicholas County Schools.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To correlate all athletic programs in the
elementary and secondary schools so a maxi.mum
physical education program may be obtained for
· the students of Nicholas County. Administers
the High School Inter-'-Scholastic Athletic program.

1. Cooperates with the Principals in enforcing the Kentucky
Athletic Association rules and by-laws.
2. Secures game officials for all athletic contests with the
cooperation of the coaches of each sport.
3. Supervises the athletic insurance program.
4. Requires each head coaph to submit written requests for any
purchases of equipment and supplies and in turn edits the
request.and presents it to the principals of each school for
final approval.
5. Prepares eligibility lists upon advice from coaches and submits
same to Principal for final examination and signature.
6. Provides the Board of Education, Superintendent and Principal
with a complete schedule of all contests.
7. Supervises all coaches to assure that they enforce all regulations
and meet responsibilities with which they are charged.
8. Secures all ticket sellers,. change and oversees the gate
receipts and admissions at all athletic contests.
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9. Selects ticket sellers from school personnel. No lay
people shall be used except in cases of emergency.
10, Cooperates with administration, coaches and students to
promote the best interest of the athletic program in terms of
good conduct and sportsmanship.
11 , Oversees the opening and closing of all athletic contests
regarding lights, seating, unlocking, locking, etc.
12. Responsible for scheduling and organizing for concessions.
13. Performs other duties as assigned by the Principals of the
schools.
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XI.

TITLE: PHASE COORDINATOR
A.

JOB QUALIFICATIONS:
Same as for classroom teacher.
Two years teaching experience in the Nicholas County School
System.
Displays leadership abilities.

B.

RESPONSIBLE TO: The Principal of the school to which as signed.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

A liason between teachers and administrative
personnel".

1.

Performs tltos·e duties as described for the Classroom Teacher.

2.

Provides leadership and coordinates the work of a phase
consisting of four or more teachers in cooperation with the
principal and supervisor.

3•

Consults with the principal on problems in the phase.

4.

Assists in requisitioning materials.

5.

Assists in orienting new teachers and helps with problems
of materials, records and reports.

6.

Evaluates the phase program and assists the principal in
curriculum development.

7.

Represents the phase in systemwide programs, procedures,
and policies related to the phase and assists in their implementation.

8.

Responsible for meeting deadlines on monthly reports and
daily attendance report.

9.

Performs other duties assigned by the principal.
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NONCERTIFIED PERSONNEL
I.
II.

Secretary/Bookkeeper to the Superintendent
Secretary/Bookkeeper to the Principal

III.

Teacher Aide

IV.

Library Clerk

V.
VI.
VII.
VIII.

Lunch Room Manager
Lunch Room Worker
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Head Custodian

IX.

Custodian

X.

Bus Driver

XI.

Mechanic

r;
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I.

TITLE: SECRETARY/BOOKKEEPER TO THE SUPERINTENDENT
A.

JOB QUALIFICATIONS:
High School education and/or business school education.
Previous experience in secretarial duties.
Mechanical skills in shorthand, typing, bookkeeping, calculation
and other office equipment operations.
Bonded in the amount and with surety to be approved by the Nicholas
County Boa.rd of Education.

B.

RESPONSIBLE TO:

C.

JOB SUMMARY:"

Directly to the Superintendent of Nicholas· County
Schools.
Operates as a clearing center in order to conserve
time for the Superintendent enabling him to better
serve school, staff, students and community.

D •. DESCRIPTION OF DUTIES:
1. Capable of taking care of routine and minor requests.
2. Keeps the Superintendent informed as to request for information and meetings.
3. Prepares monthly financial report.
4. Types minutes for Board meetings.
5. Answers correspondence dictated by the Superintendent,
Director of Pupil Personnel and Supervisor.
6. Meets the public in a pleasant and desirable mariner and maintains
a record of visitors.
7. Does all bookkeeping for the Nicholas County Board keeping
all financial and payroll ledgers as required by the State
Department of Education.
8. Keeps record on all employees. of sick· leave earned and used
each month. Preferably, a •notary public.
,.

·:.- ;; ~ .... :• ·;·
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9. Prepares withholding federal and state income tax forms for
all employees.
10. Handles all membership applications for Blue Cross/Blue Shield
and prepares needed correspondence with Maysville office.
11. Handles all membership of local, state, national associations
and prepares APA deductions.
12. Maintains a calendar for central office personnel of coming events.
13. Distributes work to other secretarial and bookkeeping .employees.
14. Takes care of social security contributions and makes reports
each six months.
15. Sorts and distributes daily mail.

16. Computes substitute· teachers' payroll and ledger_.
17. Balances teacher's retirement once a month and sends check.
18. Completes all employee refund forms for State Teacher ts.
Retirement System.
19. Writes check for withholding federal tax and sends to the
school's depository.
20. Makes up monthly payroll, writes checks and maintains
payroll ledger.
21. Takes inventory of supplies ort hand and orders any necessary
items.
22. Makes deposits for Board of Education receipts.
23. Prepares guides and bulletins as required,
24. Prepares purchase orders as needed.
25. Maintains correspondence, blank forms, and other files.
Record as directed.
26. Computes withholding, retirement, Blue Cross/Blue Shield,.
Professional dues and Washington National Insurance accounts,
etc. a'.nd remit to Kentucky Education Association.
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II.

TITLE: SECRETARY/BOOKKEEPER TO THE PRINCIPAL
A.

JOB QUALIFICATIONS:
High school education and/or business school education.
General knowledge in typing, bookkeeping, and office machines.
J

·B.

RESPONSIBLE TO:

Principal of school to Which assigned.

C.

JOB SUMMARY:

To operate as a ,;:!earing center thus conserving
Ume for the .Principal, enabling him to better
serve school, staff, students and community.

D.

DESCRIPTION OF DUTIES:
1. Distributes all mail- received at the school.
2. Does typing, bookkeeping, ordering supplies and 9ther tasks
for the teachers as time permits.
3. Assists lunch room manager in collecting lunch receipts and
lunch count.
4. Acts as receptionist and functions as a highly intelligent, v-e 11mannered person.
5. Keeps the main ledger and a separate account book in which
is found a breakdown of the general fund.
6. Maintains all accounts as directed by the Nicholas County
Board of Education and Superintendent.
7. Responsible for typing all correspondence, bulletins, accident
reports, student records, faculty manuals, reports, fliers
and, if time permits, types for teachers.
8. Initiates· new file records phasing out other file records.
9. Files. all correspondence, various school forms, catalogues,
pupil personnel records, etc.
10. Acts as a buffer answering ·all question's she can before calling
on the Principal or teacher.
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11. Knowledgeable use of the intercom within the school.
12. Takes all incoming calls.
13 • Registers new students on the direction of the Principal.
14. Assigns student to appropriate coordinator.
15. Conducts a smooth operation of the school insurance program.
Fill out all necessary insurance forms and reports with the
direction and approval of"the Principal.
16, Inventories the office, office supplies, bookroom and teachers'
lounge. Compile and type the complete inventory list.
17. Operates the bookstore - check stock arid order supplies. with
·the approval of the Principal, Check merchandise ·upon
delivery at the schooL
18. Conducts a smooth operation of the school picture sale,·
.19. Takes care of lost and found items in the school.
20. Types and keeps complete records of all purchase orders which
go through the school office.
21, Types stencils and does duplicating of school related activities
or organizations that have a direct relation to the particular
school,
22, Distributes and assigns work to secretarial aides as may be ·
employed.
23. Performs other duties as assigned by the Principal.

)
III.
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TITLE: TEACHER AIDE
A.

JOB QUALIFICATIONS:
Minimum of a high school education or its equivalent.
Understanding and the ability to work with children.

B.

RESPONSIBLE TO:

Teacher to whom assigned.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Assists classroom teacher in duties, other
than instructional, affording more time to the
teacher for classroom instruction.

1 . Prepares ditto copies.
2. Keeps accurate classroom records under direc~ion. of the
alas sroom teacher.
3. Supervises the students when the teacher is absent in
emergencies.
4. Assists in supervising groups of children during the lunch
hour, _restrooms, play, etc.
5. Tutors the child in word performance, spelling, arithmetic,
writing, etc.
6. Assists in the use of audiovisual equipment and materials.
7. Assists the counselor acting as a monitor during testing
programs.
8. Performs other duties as assigned by the teacher.
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IV.

TITLE: LIBRARY CLERK
A.

JOB QUALIFICATIONS:
High school education or its equivalent.
Mechanical skill i_n typing.

B.

RESPONSIBLE TO: The librarian to whom assigned.

C.

JOB SUMMARY:

I>.

DESCRIPTION OF DUTIES:

Assists in implementing library services for
students and teachers.

1. _ .Performs necessary typing, duplicating and filing w.ork.
2. · Takes inventory of books and materials needed.·
3.

Processes materials. received.

4.

Sends overdue and fine notices.

5.

Collects fines for overdue, damaged and lost materials.

6.

Assists in setting up audiovisual materials for story hour
and in-service training.

7.

Assists in supervision of students utilizing library facilities.

8,

.Performs other duties assigned_by.the librarian.
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V.

TITLE: LUNCH ROOM MANAGER
A.

JOB QUALIFICATIONS:
High school education or its equivalent.
Previous experience in school positions affording knowledge and
participation in food services and management.
Physical examination annually.
Knowledge of equipment required for storage, distribution, preparation, serving and accounting for foods.
(

B,

RESPONSIBLE TO:

Superintendent of Nicholas County Schools
and Principal to which assigned.

C.

JOB SUMMARY: " ,Maintains direct supervision of personnel
assigned to the division of lunch.room services
and maintains staff relations with principal and
other school personnel.

D,

DESCRIPTION OF DUTIES:
1.

Accepts responsibility for the management of the school
lunch program.

2.

Organizes and executes a plan of work for each worker.

3.

Orients and trains new workers.

4.

Understands, plans and prepares Type A menus one month in
advance.

5.

Assists in screening and recommending lunchroom personnel.
After interviews recommends to the Principal.

6.

Purchases all food items, cleaning supplies, paper goods
and small equipment and recommends purchase of large
equipment as needed.

7.

Insures that all kitchen equipment is maintained in a clean
and working condition. Suggests repairs and replacement
of equipment.
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8.

Maintains proper files and records subject to audit by the
Board, State and other agencies.

9.

Keeps accurate accounts and records for the lunch program,
prepares monthly statements of profit and loss and prepares
bills for payment.

l O•.

Keeps an inventory of all purchased foods, government commodities, and non-edible supplies and equipment.

11.

Receives, checks and signs all deliveries.

12.

Keeps a price list of food items for wholesale grocery
representatives and prepares invitations for bids on products
used in the lunch room.

13;

Make arrangements for in-service training and for attendance
at meetings related to their work.

14.

Confers regularly with Principal to obtain suggestions regarding
the operation of the lunch program and its services.
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VL

TITLE: LUNCH ROOM WORKER
A.

JOB QUALIFICATIONS:
Eighth grade education or its equivalent.
Physical examination annually.

B.

RESPONSIBLE TO:

Lunch Room Manager to which assigned.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Maintains good staff relations with co-workers
and assists in expediting the total lunch program.

1 , . Prepares meats and vegetables, bakes breads, makes desserts
and salads and prepares any other foods as assigned by·the
manager.
2. Uses recipes accurately..
3 • Performs all cle~ming according to the work plan of the manager,
4. Practices neatness, cleanliness, attractiveness, and maintains
a cheerful and cooperative attitude in serving.
5. Assists at banquets and special dinners with incentive rewards.
6. Informs lunch room manager one day prior to absence unless
in emergency situations .
7. Is responsible for keeping accurate time cards.
8 •. Performs other duties assigned by the lunch room manager.
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VII.

TITLE: HEAD OF MAINTENANCE
A,

JOB QUALIFICATIONS:
High school education or its equivalent.

B.

RESPONSIBLE TO: . Directly to Superintendent of Nicholas County
Schools.

C,

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Maintains total operation of school plant,
including physical facilities, grounds,
commodities and transportation,

1..

Assists custodial crew in maintenance operations.

2;

Orders supplies and equipment for use with the Superintendent's·
approval.

3.

Recommends names of qualified persons for employment and
promotions.

4,

Receives work orders and assigns to appropriate personnel.

5.

Secures entrance to school grounds.

6. · Assists in maintaining attractiveness and cleanliness of grounds.
7.

Assists in unloading trucks with department supplies,

8.

Collects and distributes commodities to designated schools.

9.

Maintains operations of heating, air-conditioning and preventative maintenance of school plant and grounds •

. l O.

Carries out minor checks and gases buses.

11.

Refers mechanical deficiencies to Superintendent,

12.

Performs other duties as assigned by the Superintendent.

VIII. TITLE: HEAD CUSTODIAN
A.

JOB QUALIFICATIONS:
An eighth grade education or its equival ent.
Proficiency in modern school plant operating techniques.

B.

RESPONSIBLE TO:

C.

JOB SUMMARY:

Principal of the school to which as signed.
To provide adequate custodial services for the
management of the school plant.

D. DESCRIPTION OF DUTIES:
1.

Supervises and assists custodial crews .

2.

Carries out orders and works cl osel y with Head of Maintenance
and school Principal.

3.

Assists in ordering supplies and equipment for school use.

4.

Stores and transfers all stock to storeroom.

5.

Maintains sanitation services . Sees and assists with trash
refuge during l unch ses s ions .

6.

Cares for dishwasher .

7.

Secures the building .

8.

Preserves operation, care, protection and custody of building
and equipment.

9.

Maintains cleanliness and neatness which is directl y related
to health .

10.

Develops good working relations with the st aff.

11.

Provides in-service for custodial staff.

12 .

Recommends major maintenance needs t o the principal .

13.

Performs other duties assigned by the Principal.
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IX.

TITLE: CUSTODIAN
A.

JOB QUALIFICATIONS:
An eighth grade education or its equivalent.

B.

RESPONSIBLE TO:

Directly to the Head Custodian.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

To provide adequate custodial services for the
maintenance and operation of the school plant.

1. Checks all fire alarm and fire fighting equipment periodically
to see that it is in working condition.
2. Stores all flammable liquids and materials in safety° containers,
3. Sees that all electric wiring and wiring repair is done in
accordance with approved codes.
4. Does general cleaning.
5. Cleans windows as needed.
6. Spot mops cafeteria daily.
7 . Sweeps corridors twice daily.
8. Dusts twice weekly.
9. Inspects rest rooms once every day; spot cleans as needed.
Refills soap and paper dispensers, empties waste baskets.
10. Shampoos carpet twice yearly.
11. Cleans building throughly each summer and during Christmas
vacation.
12. Accepts assignments in other buildings as needed.
13. Recommends major maintenance needs to the Head Custodian.
14. Keeps sidewalks clean.·
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l 5. Clears sidewalks of snow.
16. Polices outside areas.
17. Assists in keeping running inventory of custodial supplies.
18. Requisitions custodial supplies as needed •
..,_ .

19. Follows contract work schedule.
20. Has building ready for weekly inspection.
21. Shows respect at all times in language and actions to all
staff, students and patrons.
22. Reports damage of school property to the Head Custodian.
23. Performs other duties as assigned by·the Head Custodian.
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X.

TITLE: BUS DRIVER
A.

JOB QUALIFICATIONS:
Valid Kentucky Operator's License.
Physical examination annually.
Meet mental, physical and character requirements of the
Nicholas County Board of Education.
Shall be 21 years of age an_d not more than 65 years of age.
Shall have automotive mechanical ability.
Shall file with the Board of Education evidence of his driving abilitr.
Shall have general knowledge of transportation laws and. rules
and regulations of the State Board of Education.

B.

RESPONSIBLE TO:

Directly responsible to the Principals of all
schools and the Superintendent.

G,

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

Transport children in a .safe and orderly manner.

l.

Maintains satisfactory order among the students riding bus.

2.

Consults principals in case of discipline problems.

3.

Reports all accidents to the Central Office.

4.

Arranges for Board approved substitutes when unable to drive
and advises Central Office of this change.

5.

Supervises the loading and unloading of children,

6.

Observes safe driving rules at all times.

7.

Makes such reports as required of him ..

8.

Takes care of bus and sees that it operates safely.

9.

.Keeps his bus clean.

10.

Drives a regular schedule.

XI.

TITLE: MECHANIC
A.

JOB QUALIFICATIONS:
Ability and knowledgeable in all mechanical skills.

B.

RESPONSIBLE TO:

Superintendent and Nicholas County Board
of Education.

C.

JOB SUMMARY:

D.

DESCRIPTION OF DUTIES:

. '
Makes necessary repairs on county-owned
vehicles keeping them operable at all times
thus providing an adequate transportation system
for the students of the Nicholas County Schools.

l,

Maintains· and repairs all mobile equipment.

2.

Supervises mobile equipment preventive maint~nance,

3',

Schedules equipment for emergency repairs.

4.

Confers with each driver who brings a vehicle for repairs,

5.

Diagnoses mechanical trouble.

6.

Test drives each vehicle before it is returned to the driver.

7.

Picks up emergency repair parts from dealer.

8.

Checks all transportation vehicles monthly.

9.

Completes all forms required by the Nicholas County Board
of Education and Superintendent,

10.

Is on call at all times thereby meeting crisis situations.

11.

Performs other duties assigned by the Superintendent,
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CHAPTER VII
SUMMARY AND CONCLUSIONS

Job descriptions are important to administration of schools because

J

of their multiplicity of uses in the process of personnel management.
They can prevent problems and promote more efficient job operations in
· ·the total school operation. The school administrator can identify unnecessary
ta'sks, duplicated work, and inefficient procedures through the development
and implementation of a system detailing job duties and responsibilities.
Communication problems during the hiring stage can be reduced by giving
the employee a clear written description of his duties and responsibilities.
Varied uses of job descriptions as they could be utilized in school are to:
1,

Maintain equity between job classification.

2.

Serve as a basis for wage and salary administration.

3.

Provide a guide in recruitment and interviews with new employees.

4.

Establish base for appraisal programs.

5.

Inform employees of job expectations.

6.

Provide a tool in counseling with an employee who is having
difficulty in his work.

7.

Create a better image of the employee's concept of his job.

8.

Serve as a guide for a substitute on the job,

Job descriptions must be well written and well prepared thereby
necessitating the expenditure of much time and effort on the part of the
local school district J
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A job description can be a handicap if it is outdated, inaccurate
or difficult to interpret. Job descriptions can also be very valuable in
organizing, standardizing, and performing various school functions.
With continuous updating and evaluation, job descriptions can make the
overall rapport of the organizational structure one of an efficiently operated
organization.

APPENDIX
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TRIDIMENSIONAL CONCEPT
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APPENDIX A-1

THREE-SKILL APPROACH

ADMINISTRATIVE SKILLS
T chnical Skills
I
I
I

I
I
I
I
I
I
I

Educational Opportunity

Human Skills
I
I
I
I
I
I

Educational Opprotunity

I

I
I
I

I

I

I

I

Personnel
I

I
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I

I

Funds and
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I

I
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I

I
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I
I
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Opportunity
I •
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I

I
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I

I
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